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      After Logging into BEACON 
      and clicking the “Learning” Tab 

 
 
 

 

1. Click on “Browse for Training”. 
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2. Click on “Technical Training (job specific)”. 
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3. Select the procurement course you are interested in attending.  
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4. Click the “Request” button. 
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5. Your course should appear with the status “Pending Approval” (your 
supervisor must approve the course). 

 

 
 
 
 
 
 
 
 
 
 
 
 



Page 6 of 8 
 

6. After your supervisor reviews your training request an email response will 
be sent to you notifying you of your registration status. (Example below) 
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7. To review your upcoming training, go back to the “Home” area and click on 
“My Training and Transcript”. 
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8. The window will reflect your supervisors’ decision. 
 

 

 


